
AM 410 
October 20, 2003 

 

Personnel Education and Training  Advanced Study  
 Programs Program (ASP) 

 
 
 
 
 
 
 
PURPOSE: .01 The Advanced Study Program (ASP) provides a  

mechanism for  graduate- level  s tudy in 
circumstances in  which the at ta inment  of  an 
advanced degree by an employee wil l  enhance 
Laboratory program object ives .  

 
 
PROGRAM PARAMETERS: .02 The s tudy program must  be undertaken in residence 

at  an accredi ted col lege or  universi ty  in  the United 
States .  All  costs  associated with the program are 
borne by the sponsoring divis ion.  

 
 
ELIGIBILITY: .03 To be el igible ,  the candidate  must :  

Be a current, regular full-time exempt employee with 36 
months’ continuous regular full-time employment 
immediately preceding the appointment. 

Have a bachelor’s degree and meet the entrance 
requirements of the school for a course of study 
culminating in a master’s degree in the selected field. 

Have, if pursuing a Ph.D. degree, a bachelor’s degree plus 
approximately 2 years of graduate credits applicable to the 
field proposed for advanced study. 

Have a definite and feasible plan for the graduate study. 

State an intention to return to and remain at the Laboratory 
for a reasonable time after completion of the advanced 
training. 

 
ASP applicat ion forms are avai lable  from the 
Human Resources Divis ion.  

 
 
APPROVALS: .04 The employee’s  group-  and divis ion-level  managers  

must  approve the proposed advanced s tudy plan and 
request .  The Human Resources Divis ion val idates  
that  the el igibi l i ty  requirements  are  met .  
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LENGTH OF LEAVE: .05 Advanced s tudy leave wil l  not  exceed a  total  of  12 
months,  not  necessar i ly consecut ive.  However ,  i f  an 
employee proposes to  return temporari ly to  work 
s tatus  during the per iod of  advanced s tudy leave,  
this  issue must  be addressed in  the leave request  
and approved in  advance.  

 
 
SECURITY CLEARANCE: .06 Unless  the Department  of  Energy (DOE) approves 

an except ion,  the DOE requires  that  an employee’s  
securi ty  clearance be terminated when the employee 
is  on Advanced Study Program leave for  a  
cont inuous period of  more than 90 calendar  days.   

 
 
LABORATORY SUPPORT: 
 

Salary: .07 ASP appointees  receive their  ful l  regular  
Laboratory salar ies .  Employees on ASP leave are 
el igible  for  increases  and should receive the same 
considerat ion given regular  ful l - t ime and part- t ime 
employees.  

 
 

Travel/Household Goods .08 Family t ravel  and household goods shipment   
Shipment:   to  and from the place of  s tudy wil l  be 
  re imbursed according to off icial  Laboratory t ravel  

pol icy.  See the Laboratory’s  t ravel  regulat ions or  
contact  the Travel  Team in the Chief  Financial  
Off icer  (CFO) Divis ion.  The t ravel  and household 
goods shipment  must  be accomplished close to  the 
beginning and the end of  the appointment .   

 
 

Tuition Assistance: .09 Appointees  receive 100% reimbursement  of  tui t ion,  
books,  and other  fees  assessed by the academic 
inst i tut ion during the ASP appointment .   

 
 
Other Financial .10  In  addi t ion to  salary provided by the Laboratory,  an
Support:  ASP appointee may accept  scholarship or  

fel lowship s t ipends or  salary for  a  part- t ime 
assis tantship.   

 
 
Benefits: .11 An employee does not  accrue vacat ion and s ick 

leave during the ASP appointment .  Employee 
contr ibut ions to  ret i rement  are  withheld.  The 
employee may retain any Laboratory insurance 
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plans.  Contact  the Benefi ts  Group in Human 
Resources Divis ion for  more information.   

 
 
Return to Work: .12 At  the end of  the Advanced Study Program, the 

employee returns to  the sponsoring divis ion.  The 
posi t ion may or  may not  be the same one the 
employee vacated.   

 
 
REQUESTING PAYMENT: .13 The ASP part ic ipant  must  submit  invoices or  

receipts  to  Human Resources Divis ion to  support  
requests  for  payment  of  tui t ion,  fees ,  books,  and 
other  costs  in  a  t imely manner .  

 
 
POINT OF CONTACT: .14 Contact  the Human Resources Divis ion Office for  

more information.  
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